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QGEORGIA DEPARTMENT OF HUMAN RESOURCES
APPLICATION FOR RECORDS RETENTION SCHEDULE °2,L‘:‘ce b ADTINIE RATIVE SERVICES

. e i . _RECORDS MANAGEMENT UNIT <_ N
For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgsa
30334. Phone - {(404) 656-4976 GIST ?21-4983 ‘. ‘;(
[ T OHR__ [ 1.GEGRG!A DEPARTMENT OF HUMAN nssouncss ARCHIVES Auqms-rdﬁ\_r T
Application Date - Office of Pinencial Services I Application Number
| 9/1/82 Payroll Unit Room 522-§ o 82 -54 5
Apphaanon ‘Number 471Tri“ity Av;é3§;'. ‘ : Date Received ‘Date Completed
82-52 Atlants, ca. | SEP 21082 [T o § 1982
2. Person to Contact " 'Working Title - ' Te!ephone Number
| __Charles Heery N 47muﬂLMﬁmswuugL _____ “wqﬁ@qﬁdﬁwu

3. Action Requested
a. X Establish Retention Schedule; record will contmue to accumulate.
b. [ Dispose of present accumulation; no furthar accumulation anticipsted. £
¢. [0 Amend Application No. Chack One: [ Change; [ superceds; [ void

4. Dates of Series 6. Records Serles Title ffollowed by title used in office; if different]

Earliest Latest

1981 _|continuiwg County Certified Payroll Deductions File | .
6. Dms‘bn “and Office Function T+ . What is tHe fuhction of the Division efd the Officé fn Whigh this recBrd seriés is crealéa? =3 . Bio e A

The Office of l‘innci.al Services has the responsibility to akintdéin thé fiRaRéfsl récord
for the Department ina manner to reflect seperate accountability for each type of activi!y
administered by DHR, with disbursement classifications as required by the State Auditor
and the various Pederal agencies.

The Payroll Unit ic reaponsible for establislnnent, nodifieation or termination of employeﬁ
payroll checks; and the recordimg, processing, reporting and maintafning of employment
wvages, withholdings, and related information required byérederal, State and Local agencias,

X

7. Heoords Senes Descrlptmn This file eontmns the followmg documantl (mcluda farm numbers md trriss, if any) A;ﬁgﬂ;rr;)iéi of the fila_.m—

Documents relating to: changing, recording and ve‘rifying county payroll deductions

Inciudedare:  Personnel Expense and Reimbursement System (PERS) Computer Reporte; PERS 1017-
Employee's Retirement System (ERS) Monthly Report Of Changes; PERS 5200- County Certified
Payroll; PERS 5201- County Adjustment Report; PERS 600l- Employees Retirement System (BRSL
Monthly Report Of New Employees; PERS 6006- (ERS) Monthly Detail Report; and related
correspondence.

. L
File is arranged: n-uerically by Ox%uzation Nmnber, t‘he’f’eundex‘ y_
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8. Monthly 'Heferance R;;e—“ R i_v o Ho;;f:t.e;\-;e‘records reterred to which are: ' e ) ‘- & o
Onetosixmonthsold __ 10 . Seventotwelvemonthsuld ___ 6 ___;  Thirtsen to twenty-four monthsold 3 323 | *-.
L_.,A.. .7 Y. : : ' : '

}t\@nw -five months and older

9. Andual Rate of Accumuia:lon or Records

. Couputet Printout
. — ; Othar (&veczfy} Bimders (9 Cudbic F‘jit)

Latmr-ﬂza drawers i 3 Shelves

e} Logal-sizedrawers

O - .

Form 4998 {7-78) . T =T (oven)




YES l NO_[10 Questionnaire  (Place an X" in the proper column)
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Attach oopv or exeerpt of laws or I'QQUJBTLOI'IS Explam ndmmuqtratwe naed.r .

- -,eoryectpess, and yeseardh inqidres. . ... .-
1398 3o eyt dara el wisiawtd onoann elnuenta 3900
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a. Is this the official copy of the serias?
X It not, whsfc is it?
X b Does the series contain confidential information requiring security handhng? If yes, cite law or raguhtuon
X c. Is this a vital reoord7 -
X d. Does this series have historical or long term research vaiue? ‘
e. When one or two documents in the file make it necessary to kaep tha entire fils for a long period could these documerits
1 Xt __E@edufedseparatery? o Foabya Ipians T.,. LR i
) 4 f is the informauon contamad in this senes ever pubiishad? If yes, ettach copy. . HHERRIEE L o
g. Isthe information dontained in this series aver analyzed and/or. fecorded in 2 sur{rmarlzéd féport? oo
e If yes, attach copy. AFPOF &0 &rapltn
o T . t =
’ h. 1s there a duplication of this serias in your office, or in another office or agency? Ce-SR
| X | If yes, where? .
Y I 1s this serles rora ma;or ‘portion of it} reguluriy rmlcrofnlmad?

X XIS Dées the record series resuh :rr-a c‘or’nﬁutar printout? 147" PRI T SRR | 7
11. Retention Requirements The following requires the urial to ba kept: X '
a. Staie Law - 3 YOsrs. i d. Audit period —_— .years,

b. Statute of limitation - YBETS, e. Administrative need years,
c. Federal law __3_. years. f. Federal retention instructions years,

Administratively, these files are ‘needed to document County payrol cIl duct:iona verify
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O calendar Year: @ Fiscal Year; O Other

12. Approved Disposition Instructions  This agenicy recommands that the file ‘series be cut oﬂﬂ ;hg qnd of chh‘

an Luey ofdy bes
then,

These instructions apply to all prlor and future accumulations of the series.
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17 de pciteniores Yo aciiserT iRl 3ro i ldnTes A r!:':rs';:n-r 27 3] fles ‘.,j g7
1 & Hold in the cdrrent fulesara;-;...___e,ﬁqk@_. month(s) _H..L___Lcu»gear(:) theq soocn ady hre orero-7y Jinvyan
-0 Transfgr to locs! h°'d’"9°"°'- t“’w. .*-r———‘:-.-'—’V“r(’) th‘" o o tneen it booin ‘f‘"‘-‘ ooy geinie (it enin
m Transfor to State Records Center; hold ___ll'___._yearflll then
B Destroy
O Transfer to State Archives for permanant retention.
0O other (Specify! : .
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Recommendations in paragraph ‘ ( I
12 are spproved. State Auditor/Designas _

Form 4998 ({7-78) _ (Reverse Side
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